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New Attendance Centers

STEP #1: Data is required for each attendance center before continuing to other menus. Highlight a specific attendance
center row and choose the option of ""Edit Attendance Center Info' to add or edit data.

Distear | SO Pigiis Seiiga] Disiger 222 ZLLE

Mol ;l

District Attendance Center Information

"Add District/
School
Information"
menu

CertiCred

District Infio
Authority to
Add District’School Inf
Add Bus Driver Infarm
Check Graduation Infc
Contracted SPED Per:
Long Term Substitute
Gualifications-Assignr
Personnel Record Fot

Highlight a zpecific attendance center row and choosze the option of “Edit Attendance Center Info™ button.

L g s

00 Syztem Wwide

01 T F Riggs Hi Sch

02 Georgia Morse Middle Sch
02 Buchanat Elem

04 "+ ashington Elem

06 Jefferson Elem

07 MeKinley Elem

12 Raber Elem

Data iz required for each attendance center beig

Edit Attendance Center Info Dione |

EC12
0312
06-08
KG-05
KG-05
PK.-05
KG-05
KG-08

2400
1965
1975
1650
1650
1650

attendance center row.

2 0 0 80 B8 B

#2 Choose the option of "Edit Attendance Center Info".

peang to other menus.

Print district school information report |

Contact: Cody Stoeser 773-4638
E-Mail: cody.stoeser@state.sd.us
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Step #2: The data you encode to the Attendance Center Information screen calculates the full-time equivalency for each
personnel record assigned to this attendance center.
1. Enter in the attendance center information:

Distear | QU Pl Setjegg| Digpfef 4 il

a). Enter the ndance Center Infor
average ’
Grade Span: 09 -12

weekly {

minutes. r_k

Change District and * Average Weekly Minutes: |1955 (Enter the average

A b.) Select the school term type.
District Bus Drivers School Term Type:

Revoked Bus Driver L
CertiCred Highlight a specific time ophj

CIP Program Time Option
Correspondence

District Informatian

c.) This option is not necessary for completing the attendance center data but
can save you time. Select ""Add Time Option" to enter your time options and
you will get to step #3 or be sure to click on "Save ALL".

Total We

Authority to Act
Add District/Schoal Inf Eal e
Add Bus Driver Infarm 842 at 773-4638.

Check Graduation Infc
Contracted SPED Per:
Long Term Substitute
Qualifications-Assignt
Personnel Record Far
izl SChDD! [PEOEERG, . . Frint Report Total FTE By Attendance Center |
Paraprofessionals Time ophions are HOT ng

Teacher Yacancy

Assurance Statement but can save l}'D'{“ o Print Report: Tirme Options Wsed on Personnel Recards |
Individual Infor SOMMOn minttes

District Address Add Time Ogffian| Edit Time Optian || Delete Time Opion | Cancel |  SaveAll
MathiScience Assign \

[T

Print Report: By Staff Person |

Be sure to click on "Save
ALL" as you complete each
attendance center.

a) Enter the ""Average Weekly Minutes' which is defined as the minutes per week of instructional time that are
calculated one of the following ways depending on the attendance center (be sure to include passing time):

1) Example: How to calculate Elementary "Average Weekly Minutes” = 1650 minutes per week

Grade Elementary Afternoon Bell Total Minutes per Recesse Lunch Total Intermissions per day Total Minutes per week per grade
Morning Bell Schedule grade per day S
Schedule
FORMULAS: (Recesses + Lunch) (Total Minutes per grade per day - Total
Intermissions per day) x 5 days per week
*K 8:15-10:55 12:15-2:55 400 30 80 110 1450
1 8:15-11:25 12:20-2:55 400 30 55 85 (400 - 85) x5 =1575
2 8:15-11:25 12:20-2:55 400 30 55 85 1575
3 8:15-11:35 12:20-2:55 400 30 45 75 1625
4 8:15-11:50 12:35-3:05 410 25 45 70 1700
5 8:15-11:50 12:35-3:05 410 25 45 70 1700
6 8:15-11:50 12:35-3:05 410 20 45 65 1725
AVERAGE: 75 1650
FORMULA: (1575+1575+1625+1700+1700+1725)/6 =
1650
*Do not include Kindergarten in your
calculations.
Contact: Cody Stoeser 773-4638 Page 2
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2) Example: How to calculate Middle School/Junior High "Average Weekly Minutes" = 1975 minutes per

week.

Period  Bell Schedule Total Minutes per period Total Minutes per week
Period1  8:00-8:50 54 270
Period 2  8:54-9:39 49 245
Period 3  9:43-10:28 49 245
Period 4  10:32-11:17 49 245
Period 5A 11:21-11:43 25 125
Period 5B 11:46-12:08 25 125
Period 5C 12:11-12:33 26 130
Period6  12:37-1:22 49 245
Period 7  1:26-2:11 49 245
Period8  2:15-3:00 45 225

395/8 = 49.4 minutes per period 1975
((7 hours * 60 minutes per hour) - 25 minutes for lunch) * 5 days per week) = 1975

3) Example: How to calculate High School "Average Weekly Minutes™ = 1965 minutes per week.

Period Bell Schedule Total Minutes per period Total Minutes per Week
Period 1 7:45-8:35 54 270
Period 2 8:39-9:44 69 345
Period 3 9:48-10:38 54 270
Period 4 10:42-11:32 54 270
Period 5A 11:36-12:01 29 145
Period 5B 12:05-12:30 29 145
Period 5C 12:34-12:59 29 145
Period 6 1:03-1:53 54 270
Period 7 1:57-2:47 50 250

393/7 = 56.1 minutes per period 1965

((7 hours * 60 minutes per hour) + 2 minutes - 29 minutes for lunch) * 5 days per week = 1965

4) Example: How to calculate a System Wide (EX: Attendance center # is 00) for Administrators and School
Service Specialist "Average Weekly Minutes” = 2400 minutes per week
((8 hours *60 minutes per hour) * 5 days per week) = 2400 Total Minutes per week

b) Select ""Q" for Quarters and "' T"* for Trimesters.

c) This option is not necessary for completing the attendance center data but can save you time if you setup some
common minutes for class periods. Otherwise, you will have to manually encode minutes for each class
assignment in the personnel record forms. Select **Add Time Option' to enter your Time options and you will
get to step #3.

Contact: Cody Stoeser 773-4638 Page 3
E-Mail: cody.stoeser@state.sd.us
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-

o) | Time Option Information

[zt

1

TFime 0ption Homber

(An assigned identifier for this time option.)

Please be sure to click the "Save™ button as you
complete each time option.

Actions
Change District and * Total Weekly Minutes
Authority To Act 20 {Total mimtes as
District Bus Drivers
Revoked Bus Driver L
CeriCred : : :
PR Print Report: Time Options Used on Per;

Cofrespondence

District Informatian

; Cancel |
Authority to Act

Sawe

Add District’School Inf

1. The Time Option Number will automatically be selected but if you want to select a different one you can select from

the drop down box.

2. Enter the "Total Weekly Minutes' which is defined as total time in minutes a class is taught per week and is
calculated in one of the following ways depending on the attendance center:

a) Example: How to calculate the High School Time Options Weekly Class Minutes
1) Divide the weekly class minutes between the number of periods at the high school.

Time Options Comment Total Weekly Minutes Formula
1 1 period 281 1965/7
2 2 periods 561 (1965/7)*2
3 3 periods 842 (1965/7)*3 Approximately 56 minutes per
4 4 periods 1123 etc... period (281/5 = 56.2)
5 5 periods 1404
6 6 periods 1684
7 7 periods 1965
8 Assigned a duty 0

b) Example: How to calculate the Junior High/Middle School Time Options Weekly Class Minutes
1) Divide the weekly class minutes between the number of periods at the junior high/middle school

Time Options Comment Total Weekly Minutes Formula
1 1 period 247 (1975/8)
2 2 periods 494 (1975/8)*2
3 3 periods 741 (1975/8)*3
4 4 periods 988 Etc... Approximately 50 minutes
5 5 periods 1234 per period (247/5 = 49.4)
6 6 periods 1481
7 7 periods 1728
8 8 periods 1975
9 Assigned a duty 0

Contact: Cody Stoeser 773-4638
E-Mail: cody.stoeser@state.sd.us
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c) Example: How to calculate the Elementary School Time Options Weekly Class Minutes
1) Divide the weekly class minutes between a full time, part time, or departmentalized staff.
Time Options  Total Weekly Minutes Formula

1 1650 Full day teacher
2 825 1/2 day teacher
3 0 Assigned a duty

d) Example: How to calculate the Administrative and School Service Specialist Time Options Weekly Class
Minutes
1) Divide the weekly class minutes between a full time and part time staff.
Time Options  Total Weekly Minutes Formula

1 2400 Full day
2 1200 1/2 day
3 0 Assigned a duty

3. Please be sure to click the “Save” button as you complete each time option.
4. Continue with the above steps to add another time option.

STEP #4: Please be sure to click the ""Save all** button as you complete each attendance center!

Disfrear | SLUUD Fid e Seiigg] Disiier 92422 ZLLE

-

= 'l ndance Center Information. .
DOE GG Gl S T
[ E5]) Grade Span: 09 - 12
Actions
Change District and * Average Weekly Minutes: |1 965 [Erter the average minutes per week of instructional time)
Autharity To Act

District Bug Drivers School Term Type: IQ vl [Select O for quarters/semesters ar T for timesters]

Revoked Bus Driver L
CeriCred Highlight a zpecific time option row and choose the option of “Edit Time Dption™

B . : IMPORTANT: If you are changing your
CIP Frogram Time Option Total Weeklp Minutes school term e ayorane weakls
Carrespondence minutes or tin

[T = H n
et It 1 - = “Distict and| Be sure to click on "Save
) enter’ zecti n
Authority to Act , o making chan| ALL" as you complete each
Add District'School Inf manual if youy
Add Bus Driver Infarm 3 242 contact DOE attendance center.
Check Graduation Infc 4 123
Contracted SPED Per:
Long Term Substitute 5 1404 .
Qualifications-Assignt Print Feport\ Erson |
g 1684
Personnel Record Far
Orifei Schoo! [PENER ? . % LI Frint Report Total FTE ndance Center |
Paraprofessionals Time options are HOT necessary for
Teacher Wacancy completing the attendance center data
Assurance Statement but can save you time if you setup some Print Report: Time Options Lse Personnel Records |
el i common minutes for class periods.

District Address Add Time Option| Edit Time Option | Delete Time Option Cancel | Savedl |
MathiScience Assign

FParanrofessional Sct

Contact: Cody Stoeser 773-4638 Page 5
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STEP #5: Continue with the above steps for each attendance center. To check if you are finished, click on the
"Done" button and make correction to any attendance centers that show up as an error.

[ Distvear ] SEEAR NS P ioagrsx Desgiraes] PAisirienp T4 et Aol
DO E —= District Attendance Center Information
Fax3 b

Highlight a specific attendance center row and choose the option of "Edit Attendance Center Info™
Actions T Les

“hanoe District and ©

District Bus Orivers Q

Revaked Bus Diriver | 00 Swstern befids KG-12 2ann

CertfCred 01 T F Riggs Hi Sch o3-12 1965 =]
SIP Program 02 Georgia Morse Middle Sch 0502

Correspondence 03 Bucharnan Elem KG-05 #1 CIle on the "Done" button.

District Infarmmation 04 “wf msshingion Elem EG-05
ASuthority to Aot

0B Jefferson Elem KG-05

Add DistrictySchool Inf N

Add Bus Driver inform 0¥ kMekinley Elenn KiG-05 s =]
Check Graduation Info 12 Raber Elem KEG-0=2 =00 (=]

Contracted SFED Per
Caalifications-Assian
Personnel Record Fo
Dther School Personr

Data is required for each attendance center before ntinuing to other menus_

Teacher wacancy “igwe Attendance Center Info Cone
Assurance Staterment = — ;
) I Frint Report: District School Informmation 1
Individual Infor

Distvear UL Pleagge e ) | T attendance centers are listed, complete the data for
these attendance centers. Otherwise, data is complete

A n M H H mn
YOF Bl Atendance Centers for co under the "Add District/School Information” menu.
Fa3f
Attendance Center Humber Attendance Center Name
Actions

0o Syztem Wide

h District and *
ang.e S Er The above attendance centers do not have weekly minutes encoded.
Autharity To Act

To edit the data for these attendance centers, please return to the “Add Diztrict/5 chool Information™
menu.

District Bus Drivers
Bownlad Bie Mrivar |

Contact: Cody Stoeser 773-4638 Page 6
E-Mail: cody.stoeser@state.sd.us
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Running a Report

STEP #1: If you want a hard copy of the data you entered, click on the "Report: District/School Information" button and
print the report.

Distrear | UV Fizgia Seqigal Disidear 22422 ZLLE

DIOE

Actions
Change District and *
Authority To Act
District Bus Drivers
Revoked Bus Driver L
CertiCred
CIF Program
Correspondence
District Infarmation
Authority to Act
Add District’School Inf
Add Bus Driver Infarm
Check Graduation Infc
Contracted SPED Per:
Qualifications-Assignr
Fersonnel Record For
Cther School Personn
TeacherWacancy
Azsurance Statement

-

Contact: Cody Stoeser 773-4638
E-Mail: cody.stoeser@state.sd.us

District Attendance Center Infarmation

Highlight a zpecific attendance center row and choose the option of “Edit Attendance Center Info™ button.

1]

00 System wide KG-12 0 [
01 T F Riggs Hi Sch 0312 1965 Q
02 Georgia Morse Middle Sch 0B-08 1975 o]
02 Buchanan Elem KG-05 1650 Q

04 ‘washington Elem j . . -
T #1 Click on the "Report: District/School Information™ button
07 McKinley Elem

12 Raber Elem

Drata is required for each attendance center before continuing to other

“iew Attendance Center Info | Daone | Print Report: Distict School Information |

Page 7
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#2 Click on the icon that looks like a printer. |
. Preview ]
| =-32002 - ,_\_' L
20 TIP: If you click on the 'T/SCHOOL INFORMATION :
-1 . .
oz district numl?e_r you can Sehool Y ear 2004.2005
03 select a specific attendance
06 center.
) ?Z ATETIrITTE Average Weekly School Time Total Weekly
Cenier Minutes Term Type Op tion Minutes
00 System Wide 1 i} o]
. & Print
Genera | 1,965 Q 1 281
Select Printer 2 ZE
_;:,i* !‘ = 4 1,123 =
&dd Prinke B L
#3 Make sure the print 5 1,404
range says "All". 6 1,684
Status: R Preferences ‘
Location; DECA- MEIP 2 1,945
Comment: HP 200 [old Printer 23] Find Frinter... | | 5 .
rPageRgper™————————— ——————————————————————— | [T mnnn e
o | MLk f 1 5
i . o urnber ol CDDIES Q i s
' #4 Click on
" Pages: 11 "P“nt" 2 404
Enter either a single page number or a single | 3 241 el
page range. For example, 5-12 ¥
Friff I Cancel B

Modifying Attendance Centers
CHANGE IN SCHOOL TERM TYPE:
BEFORE: Example of personnel record form before the school term type is modified in the "Add District/School
Information” menu.

Change District and *
Authority To Act

Total Instruct. Salary I2DDDD

Distrear S Z U ST E S CHO O] NN STH G Ro 2 2 ) ZLlE
DEFE ||| Personnel Record Farm Print | ssM | |
| E5T) Last Hame INeIsnn-Stastny First Hame IJanhna Middle Hame IJ
No Longer Employedl Choose: z|Date of Birth |3;4;1 570
Actions Reporting Type | T - Teacher =1

E thnicity IWH Gender IF_

Total Adminf/School Service Specialist Salary In

Total Teaching Experience Total Admin/S chool Service Specialist Experience
District Bus Drivers [prior to this school year) ID [prior ta thiz school year] IU
Revoked Bus Driver L Status Code I Tst wr of empl in arw school spstem, inany state, in a position requiring certification. ;I
CertiCrad P 1R d C letely Updated? ﬁ. Experience Level -
CIP Pragram R ?T: fs s caouiotad from 01 HO Status e .

1z held 1z calculate rom i

Total Calculated FTE [g7q the PRF fesianment B ecords below] FTE Override IU—

Correspondence

District Information
Authority to Act
Add District’School Inf
Add Bus Diriver Inform

Attendance Center

281

| 1-T F Riggs Hi Sch ndnn  EANZE oMo oM M
Check Graduation Infc 01-T F Riggs Hi Sch 20400 58023 231 x K ox K 1955
Contracted SFED Fer: 01-T F Rigas Hi Sch 20400  BE027 842 WM MR 1985

Long Term Substitute
Cualifications-Assign:

Fersonnel Recao
cthersehosl Pl NOTICE: This personnel record was encoded to attendance center 01 T.F. Riggs High
school last year when it was a quarterly school term type.

PRF Assignments

Faraprofessiong|
TeacherWacanc

Contact: Cody Stoeser 773-4638

Page 8
E-Mail: cody.stoeser@state.sd.us
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Wi

to do this.

"Add District/
School
Information "
menu

Grade Span: 09 - 12

Average Weekly Minutes:

us Drivers
d Bus DriverL

#1 If an

[ R v )

fmgndence ! ggnﬁer |[]I2@§IE|Q- .

#2 Before you click on "Ok", be sure to run the reports listed
below in STEP #2. Click on "OK" if you are sure you want

In the "Add District/School Information” menu when you update the school term type you WI|| get the below
EXAMPLE OF ATTENDANCE CENTER '

x|

A change in school term Evpe
attendance center. To facilitate £
repork buttons lisked on this screen (©H

*Cancel”

fires you to update ALL records For ALL staff encoded to this
q all records wou should select *
okal FTE by Attendance Center and "Repaort By Staff Person™ ™).

now and then click on the

Otherwise select **OK" " to proceed in mal ange.
Ok I Cancel
|1 965 [Enter the average minutes per week of instructional time)

School Term Type: T [Select O for quarters/semesters or T for timesters)

attendance center school term type changes from quarter to trimester or trimester to quarter for the
current school year, select the appropriate school term type for that attendance center.

Assurance Statement
Individual Infor

District Address

Add Tirne Ception

but can gave you time if you zetup some
common minutes for clazs penods.

Edit Time Option

Print Repart: Time Options Used on PEFSDW{G’I All

Df fict Information 1 23 ) = Cenler secllon of F your manual heh:ne

Aufnority to Act 5 E61

Add District'Schoal Inf

Add Bus Driver Infarm 3 842 WARNING A" tlme OptlonS

Check Graduation Infc 7 - will be deleted.

Contracted SPED Per: - ]

Long Term Substitute 5 1404 . _ |

Gualifications-As signt 7 e, - Print Feport: By Staff Person

Personnel Record For #4 Be sure to
Qe S0l PErEOi l 1965 = Print Report: Total FTE By Attendance Center : n
Paraprofessionals Time options are NOT neceszarp for Cl |Ck on Save
Teacher Yacancy completing the attendance center data

Cancel | m

Delete Time Option

#3 Addtime
options.

hathiSrirnre A

Contact: Cody Stoeser 773-4638
E-Mail: cody.stoeser@state.sd.us
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STEP #2: Print the "Report: Total FTE By Attendance Center" AND " Report: By Staff Person” so you know which
personnel records were encoded to this attendance center and need adjustments made to their personnel record.

%’“ .'.:V'”ré :U.?i,l,":{ \i—-»r ' = :rost ” T te .:\:‘-.-.'.;, :.,:..'::,": provic .,‘.- "‘,— 2 Print @@
%-@ #1 Click on icon that looks like a printer.

Preview ]

+ ZZ00zZ A

":""'-i‘
TOTATS Add Printer DEFR1PO6 on
ESPR.10OOL10
Th ﬁ;‘?:l:tsion: EEE?:—BF!D FLOOR EMNEIP m
e MNanue Comment: HP Lazerlet 4200 [old Printer 23] Find Printer.
followin Rpe ot
persOnnZl 32002 Pierre School District 322 lﬁg 1 g#z M k Mu #3 CIle on
. akKe sure " "
d 00 System Wide - N — Print".
records i S ce o) the printrange | |2
are e, e ¥ T says AN )
assigned [V ] cancal |
to R Hisn Social security
fzos Hi

attendanc et Kooty D numbers have -
e center Brown Roberta I been covered 1m

Eryart, Myrem D H H 093
01 T. F. Busch, MMichael Panl uhp for prlnlt In 1.0
Riggs Carvey [ Cael the manual. o

Christersen, Eeith O 1.00
High Cordell-EKramer, Fatricia = 1.01

Ddestra, Jeff T 1.00 o

< >

Be sure to also print the " Report: By Staff Person™ for each person assigned to this attendance center.

gmﬁff #1 Click on the icon that looks like a printer. =
Frewview ]

TIP: If you click on the district number you can select the personnel
assigned to the attendance center that had a change in school term type.

asher, Lynell
askew, Kathry
Asmussen, Ka
Barnetk, Fern

Becker, Marly:  riox to this schoolyearh 27 Total Admin/§§ S$pec Experience fprior to this scheol yearh &
Bengs, Cindy
Beringer, Joff =t imthis school systemm has been comtimued.

Bierle, Kim L

£ *Total Calculated FTE: 1,
& print
General | - - *Coledated 1 2 B Q4 T b ] = Class Avg FIE
| #2 Make sure the print range is set to o | e
print only the page for the record with a I
.a Change in attendance center school term
type.
Statusz]
Location: DE
Comr:'\ent: H old Printer 23] Find Printer...
Page
O Mumber of copiss: |1 3:
gl el
" Pages: 1 I~ I
Enter either a single page number or a single @'—il @ . " . " o
page range. For example. 5-12 #3 CIICk On Prlnt . >
| Ffint | m—__l

Contact: Cody Stoeser 773-4638 Page 10
E-Mail: cody.stoeser@state.sd.us
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STEP #3: A change from a quarter to trimester OR trimester to quarter school term type requires you to update ALL
personnel records for ALL staff encoded to this attendance center.
AFTER: Example of how it changes the personnel records encoded to this attendance center.

Distrear | SLUNY Pl e Sajluagl Disijer 2242 ZLLE
DOE Personnel Fecord Farm Frint | SSN L________l
[3f Last Hame |Nelson-8tastny First Hame IJantina Middle Hame IJ
No Longer Employedl Choose: ;IDale of Buth |3;4;1 970

Actions Reporting Type [T~ Teacher =] Ethnicity IWH Gender IF_

Change District and Total Instruct.Salary  [2ggac Taotal SdminfCehoal Sarvice Specialist 5 alary ||3

Authority To Act Total Teaching Experienc . st Experience

Ciictrict B e Divivare [prior ta this schoal year] NOTICE The Weekly CIa.SS ID

#1 1 || status Code [Trororemprd m!nutes are changed to 0 for = =

nghllght Personnel Record Comple this attendance center. - =

one Of the Total Calculated FTE lu_ FTE Dveride ID

rows.

Attendance Center Q2 |03 T1|T2|T3 Wk Min
N

Add DistrictrSchoal Inf
Add Bus Dri\rer_lnfurm ONT F Rigas Hi Sch 20400 &EOZZ O 1965
ghetck ?rzdggg%n;nft 01-T F Rigas Hi Sch 20400  5E023 O 1965

BiEIE | IPEL -T F Rigas Hi Sch 20400 &8OZF O
Lang Term Substitute PRF Assignments NOTICE: The
Cualifications-Assignr
Fersonnel Record Faor SChOO| term type has
Other School Persaonn
Paraprofessionals Add Assignment | Edit Azsignment DeleteAssignmentl Edit Gender # Ethnicity I been dEIGted
TeacherWacancy

#2 Choose the option of "Edit Assignment” to update
the weekly class minutes and school term type for each
assignment encoded to this attendance center in the
current school year.

STEP #4: Click on the
encoded to this attendance center.

Distv'ear |

t a time option for each assignment

U iz Seppual Digidep -4 2005

-

DIOE: PRF Assignment Information
Attendance Center
T3t [01-T F Riggs Hi Seh =]
Position Code
e | 20400 - High 5 chiool Teacher |
Change District and * Assignment Code
Authority To Act | 56022 - Algebr | =l #2 Enter manual
Dt Bwe GiivEns Trimester] Trimester? Trimester3 minutes or select a
Revoked Bus Driver L o © o time option_
CertiCred If the special edudftion teacher T;;:al Weekly Minutes
CIP Praogram is the teacher of ord for any core
Correspondence academic subje d awards the Time Dption - Humber of Weekly Minute|
A —— grade. then chy 3 | Manually Enter weskly Minutes -
Authority 1o Act

Add Districtr'School Inf
Add Bus Driver Inform
Check Graduatian Inf
Cantracted SPED Fer:
Long Term Substitute
Qualifications-Assignr
Fersonnel Record Far
Other School Personn
Faraprofessionals
Teacheracancy

#1 Click on the
appropriate school
terms.

#3 Click on "Save".

Cancel | Save |

STEP #5: Continue with these steps for the next person on the report until ALL records have been updated.

Contact: Cody Stoeser 773-4638

Page 11
E-Mail: cody.stoeser@state.sd.us
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EDITING A TIME OPTION:
BEFORE: Example of personnel record form before you modify the time option. (EX: An attendance center changes
from a 7 period day to an 8 period day OR an attendance center changes from a 7 period day to a 6 period day.)

Distyear | SUUUA iz Sepual Disiger 32422 ZLLZ

-

DOE "I Personnel Becord Form Print | SSN
BT} Last Hame INeIson-Stastn}l First Name IJantina Middle Name IJ
No Longer Employedl Chaoose: |=|Date of Buth IB.-"4.="'I 970
"Personne' Reporting Type IT - Teacher ;I Ethnicity |,/H Gender IF_
Record | Total Instruct.S alary Iggnug Total Admin/5School Service Specialist Salary ID
" Total Teaching Experience Total Admin/5chool Service Specialist Expenence
Form [prior ta this school year] ID [prior to this zchoal year] ID
menu L Status Code I 1t yr of empl in any schoal system, in any state, in a position requiing certification. ;I
Perzonnel Record Completely Updated? | .I Experience Level -
e [This field i Elholot =i For HQ Status INEW =
is field is calculated from :
Total Calculated FTE |1 the PRF ssignment Fecords below] FTE Override ID
pondence
]| Infarmation
Aut to At Attendance Center Min Wk Min
Add rict'School Inf
Add Dfi\"EF_merm 01-T F Riggs Hi Sch 20400 BBOZ2Z2 1123 K ® R K
Check\ fraduation Infc 1-T F Riiggs Hi Sch 20400 58023 G561 N 1955
Cantra) pd SPED Per: 01-T F Riggs HiSch 20400 58027 281 XX K X 1965

cong 14m Substiute

Cualificalions-Assignr

F IR d F . . . . .
e NOTICE: Time Option #2 was 561 minutes, Time Option

Other School Fersonn : [
Paraprofessionals pddpssgnment | | Edssmen| 411\ 1,123 minutes and a manual entry of 281 minutes
was encoded to this personnel record last year.

TeacherWacancy

STEP #1: In the "Add District/School Information” menu when you edit a time option, the program will automatically
update all personnel encoded to this attendance center.
EXAMPLE OF ATTENDANCE CENTER CHANGING FROM A 7 PERIOD DAY TO AN 8 PERIOD DAY:

Distvear SEANUUY Piaga Sango ] Wisidar 222 ZL1E
DOE = %&ndﬁnce [Egn:ler |[]§$@EHQ . e
[ BET) Grade Span: 09 - 12
"Add District/
School
. " Average Weekly Minutes: I‘ISBE [Enter the average minutes per week of instructional time)
Information
menu. School Term Type: [a -| eectnforg #1 Highlight each specific time
Highlight a specific time option row and choose the option of Optlon row.

are changing your
™ type. average weekly

Time Option Total Weekly Minutes
ardence

minutes

\ . “District R
Aﬂh | 1; '?Dflrcr?atwn 1 281 Contor” NOTICE: Thetime
making .
Add DistrictSchoal Inf g el manual if Options are set up for a
Add Bus Driver Infarm 3 842 H
Check Graduation Infc 4 1123 7 perlod day
Contracted SPED Per: |
Long Term Substitute 15 1404 . )
Qualifications-assignt 5 1684 Print Repart: By Staff Person |
Personnel Record Fot
Other School Personn b G5 = Frint Report: Total FTE By Attendance Center |
Faraprofessionals Time options are NOT necessary for
Teacheracancy completing the attendance center data . . . .
Assurance Statement but can save you time if you setup some #2 Choose the option of "Edit Time Option" to update
common minutes for class periods.

Individual Infar

total weekly minutes.

District Address Add Time Option | Edit Time Option = TTme
mathrScience Assign

Contact: Cody Stoeser 773-4638 Page 12
E-Mail: cody.stoeser@state.sd.us
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STEP #2: Below is the example of a calculation for the time options that need to be created for an 8 period day. Update
each time option to reflect the minutes calculated in column 3. You may have to refer to the directions on pages 2-5 for

other calculations.

Time Options Comment Total Weekly Minutes Formula

1 1 period 246 minutes 1965/8

2 2 periods 491 minutes (1965/8)*2

3 3 periods 737 minutes (1965/8)*3
4 4 periods 983 minutes (1965/8)*4

5 5 periods 1228 minutes (1965/8)*5

6 6 periods 1474 minutes (1965/8)*6

7 7 periods 1719 minutes (1965/8)*7

8 8 periods 1965 minutes (1965/8)*8

9 Assigned aduty 0 minutes

Distv'=ar |

SZUUZ NI e SOOI NSNS 2 o0

Approximately
49 minutes per
period (246/5
days per week =
49.1)

DO E =

F23i

Actions

Change District and ™

Tirme Option Information

1

#4 Be sure to
click on "Save"

‘ 248

TFime Option Nuomber

Total Weekly Min

(An assignedi

(Total minutes assigned

Frint Fieport: Time Options Used on Personnel Records |

#1 Update the total weekly
minutes for each time option.

or this time option.)

to this tine option)

District Information
Authority to Act

Add Dristrict'School Inf

rm‘ Sawve

option!

#3 Click “OK” to proceed in
making this change to time

will automatically update ALL personnel encoded to this time option. To Facili
should select ™ " Cancel” * now and then click on the report button lisked on this screen (7 " Prink Report: Time
d on Personne | Records" " ). Otherwise select ™ " OK” * to proceed in making this change.

Cancel |

/r'Tl

#2 Before you save the change in time
option, print the "Report: Time
Options Used on Personnel Records"
so you know which personnel records
were encoded to this attendance center
time option.

Ste the process of updating all

—

Print the "Report: Time Options Used on Personnel Records"” so you know which personnel records were encoded to this
attendance center time option.

Contact: Cody Stoeser 773-4638
E-Mail: cody.stoeser@state.sd.us

Page 13
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Premview 1
Fz002

Time Options Used on P ersonnel Records
School Year 2003-2004

&, change intime option Dequires yon to make sure the fall-time equiralency is calonlating comecthy for each pers orovel record assigred to that time option.
32002 Pierre School District 32-2

Attendance Center Name Time Opition Mame

00-System Whide TMmrnanlty Ertered M Champ , Devavis H

01-T F Riggs Hi Sch Tfarosally Erdered Biin. Eryar, hfyron I

5 | Hofvg. Parrick T
& print |_* | et

Gansist] The following T e L
[~ Select Printer : personnel mmn]}
= records are 2
“EsPR10010 assigned to Bt 0e1 B
attendance e
center 01 T. F. o Loy
Riggs High Eeath, Huvey L
School with the Hibsiges s
time options Petmo, Senies &
listed.

Status: Fip=—=<
| oo W #2b Make sure #2c Click on
_reae rangs| the print range "Print".
>l says "All".

(i

7 FPages:

v

Enter either a single page number or a zingle
page range. For example, 5-12

Frint L I Cancel I

STEP #3: Continue with step #2 and until you have all the time options updated

Distrear | SLUOY Pl e Sejlag] Uisgier 22422 ZLLE
= = ndance Center Informatian. ..
DOE R e e Hi-Seh
[iaf Grade Span: 09 -12

Actions

Change District and * Average Weekly Minutes: |1 965 [Erter the average minutes per week of instructional time)

Autharity To Act

District Bus Drivers School Term Type: IQ vl [Select O For quarters/semesters or T far trimesters)

Revoked Bus Driver L

CorCrad Highlight a zpecific time option row and choosge the option of “Edit Time Dption™

_ . f IMPORTAMT: If you are changing your
CIP Program Time Option Ut ey Clies school term type. average weekly
Correspondence minutes or time options, refer to the
L ) "District and School Attendance

DlsmFt Infarmation 1 246 = Center” section of your manual before
Authaority to Act 2 491 making changes. After reading the
Add District'School nf manual if you need clarification,
Add Bus Driver Inform 3 737 contact DOE at 773-4638.

Check Graduation Infe 4 am3

Contracted SPED Per:

Long Term Substitute 5 1228 .

Qualifications-Assignt 5 1474 Frint Report: By Staff Person |
Personnel Record Fot

Other School Personn ? - TFE = Frint Report Total FTE By Attendance Center |
Paraprofessionals Time options are HOT necessary for
Teacher Yacancy completing the attendance center data
Assurance Statement but can save you time if you setup some Print Report: Time Options Lsed aon Personnel Recards |

- common minutes for class periods.

Individual Infar

District Address Add Time Option| Edit Time Option | Delete Time Optian Cancel Save Al

MathiScience Assign

Contact: Cody Stoeser 773-4638 Page 14
E-Mail: cody.stoeser@state.sd.us
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STEP #4: A change in time option requires you to make sure the full-time equivalency is calculating correctly for each
personnel record.

AFTER: Example of how a change in time options change the personnel records encoded to this attendance center.

Distvear |

SZUU NI ETTE SOOI IS NGRS L7

DOE - Personnel Fecord Farm Frint | 55N
[3f Last Hame |Nelson-8tastn_l,l First Hame W Middle Hame IJ—
No Longer Empluyed| Choose: ;|Dale —
Actions Reporting Type [T Teacher = NOTICE: An adjustment in the Weekly
Change Distietand ||\ rotal instruct Salary [75005 Total Admin/Schoal service 5| ClaSS mMinutes changes the calculation of
Autharity To Act

District Bus Drivers
Revoked Bus Driver L
CertiCred

CIP Program
Correspondence

District Infarmation
Authority to Act

Add District’School Inf
Add Bus Driver Infarrm
Check Graduation Infc
Contracted SPED Per
Long Term Substitute
Cualifications-Assignr
Fersonnel Record For
Cther School Personn
Faraprofessionals

TeacherWacancy

Total Teaching Experience
[prior ta this schoal year]

-

[prior to this schaool year)

Total Admin/S chool Service Specialig

the full-time equivalency so adjustments

Status Code | Tzt yr af empl in any schoal zpstem, in any state, in a positi

Perzonnel Record Completely Updated?

% calculated from
the PRF Asslgnment Fecords belaw]

Total Calculated FTE | ag

Attendance Center

01-T F Riggs Hi Sch 20400  Banzz 983
01-T F Riggs Hi Sch 20400 58023 491
01-T F Riggs Hi Sch 20400  5a0z27 281

PRF Aszzignments

®
®
X

need to be made to get a 1.00 full-time
equivalency.

LA AL )

i

®oOH
®OR ‘I 985
X K 1365

i

Add &g

NOTICE: Time option # 4 was 1,123 minutes and now is 983 minutes. Time option #2
was 561 minutes and now is 491 minutes. The manual minutes of 281 stayed the same.

STEP #5: Continue with these steps for the next person on the report until ALL records have been updated.

DELETING A TIME OPTION

BEFORE: Example of a personnel record form before a time option is deleted.

Paraprofassionals
TeacherYacancy

Contact: Cody Stoeser 773-4638

Add Azzignment |

was encoded to this personnel record.

Disty'ear | SN A E T e G OO NMNIST 1R 2 2) ZLLE
DIOE: Personnel Record Farm Fririt | SSN |
Faiat Last Mame INeIson-Stastn_l,l First Name IJantina Middle Name IJ
Mo Longer Emplo_l,ledl Choose: ;IDale of Birth Igmﬂ 970
Actions Reporting Type IT - Teacher ;I Ethnicity IWH Gender IF_
"Per‘sonnel :Z:: :_n:;:;:j.:::ﬂieliingg o A'T:I:tal Admin/School Service Specialist ?alal}l Im
Recor‘d [prior ta thiz schaol year) ID [pricr to NOTICE: The fUI I—‘hme
" Status Code I st yr of empl in any schoal system, in ar equiVGlenCY is 100 - I
Form menu Personnel Record Completely Update: oo~ | o0 St T vl
or atus
L hiz field is calculated from 3
Total Calculated FTE [§ the PRF Assignment Records below] FTE Overmride ID
J ondence
O Infarmatian
A to At Attendance Center Min ‘wk Min
Al strict'School Inf
Ad s Diriver Inform 01-T F Riggs HiSch 20400 BB022 oH " X 1365
C Graduation Infc PRF Assignments
Cd facted SPED Per:
Lof p Term Substitute
Gy Mifications-Assignr . . . . .
Fdfsonnel Record Faot NOTICE: Tlme OPTIOH #8 WhICh 1S 1,965 manfCS
Other Schaal Persann

Page 15
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STEP #1: In the "Add District/School Information” menu when you delete a time option, the program will automatically
update all personnel encoded to this attendance center using this time option with 0 minutes.

EXAMPLE OF TIME OPTION BEING DELETED (EX: If your attendance center changes from a 7 period day to a 6
period day)

Distear | SO Pigiis Seiiaa] Disiger 22-2 ZLLE

-

DR i | R G A AL = o
i3t Grade Span: 09 - 12

"Add District/ |, it : : :

School verage Weekly Minutes: 1965 #4 Select “OK” to proceed in making this change!
Information" School Term Type: [o I

menu =]

Highlight a spe The program will automatically update ALL pel 4d ko this time option to 0. To Faciliate the process of updating ALL
Time Option records you should select ** Cancel” * now and én the report button listed on this screen (© ° Print Report: Time
r Options Used on Personnel Records™ "), Other
TIOCTICTE

£t ° 0K ko proceed in making this change.,

Dig) nfarrmation 3 Cancal |
Authol g to Act 4
Add Districthchool It . I — mwanualfuon noad clanhezhon
TR | . e #2 Before you delete the time option, print the "Report: Time
#l | 7 174 Options Used on Personnel Records " so you know which
Highlight < . 1a55 personnel records were encoded to this time option.
the time 1 & .
option you d - - o " ] ~— £ By Aftendance Center |
want to . i " i ion" \/
delete t | #3 Click on "Delete Time Optlon ' nt Report: Time Opmans Used on Personnel Records |

. rrRrIRIRLIEE RN TRALLrD RLPD rEvada prarsiiried-

Add Time Optionl Edit Time Optionl Delete Time Option | Cancel | Save #5 Be sure to click on

TN STTETILE Fe L

"Save All".

Print the "Report: Time Options Used on Personnel Records " so you know which personnel records were encoded to this
time option.

1 of 1+ > dh =
Preview | . . B .
aznnz #2a Click on the icon that looks like a printer. ~
Time Options Used on P ersonmnel Records
School ¥ ear 2Z003-2004
A charuge i time optior e quires youto make sure the fall-time equiralency is caloalating come ctly for each persormelrecord assigned to that time opticrn.
32002 Pierre School District 32-2
Avtendance Center IName Time Opiion Mame
00-Syrstem Wide Taroalty Erdered i Champ, Treravis
Tokos cew, By E
Pedersen, Jolay £
01-T F Riges Hi Sch Tiaraialty Ertered i Eryant, Tron, Tr
Gill Kobert T
2 Print 2] Losen, Hoait 3
===l Pty Tamy L The following
gt Elizaheth T
Select Printer #1 mmuyDD personnel
Y p N Ty Tef T
=] =1 = o records are
Add Prinker Gross, Cectfrer LB . .
i, Toe1 B assigned to this
#2b Make sure T e Ssigned
- Tokas Lanarerucs: Theomas|
staws Red the print range Freferences okmeon. Bigen £ time option
Location: D " " - - Tory, Lanry Tt
Carmment: Says A” . Find Printer. .. I{.nlg.l?}::i:lyl_
Pag e Clemanrs , Patrick Fewr:
Ca ] Mumber of copies: [T —=] mik;::ma '
L L Patmer, Todd &
" Pages: 1 = Peterson, Sarudra L . e
H n M 1]
Enter either a single page rumber or a single |: #20 Cl ICk On Prl nt .
page range. For example, 5-1
]
[ F'M Cancel |

Contact: Cody Stoeser 773-4638 Page 16
E-Mail: cody.stoeser@state.sd.us
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STEP #2: Deleting a time option requires you to update ALL personnel records for ALL staff encoded to this attendance
center that used the time option.

AFTER: Example of how it changes the personnel records encoded to this attendance center that used time option #7.

Distyear | 20U P Sejigu] Digjear 2322 ZLLE

-

By ooy Personnel Record Form Print | SSN
"PersonnEI Last Hame INelson-StaStn}l First Hame IJantina Middle Hame IJ—
Record . . —
Form" No Longer Employed]Choose: NOTICE: An adjustment in |
Repotting Type  [T-Teacher | the weekly class minutes nder [f]
menu + .
Total Instiuct Salary - [z0000 changes the calculation of the | [o
ww, T et sheaess © [0/ full-time equivalency. o
b Bus Driver L Status Code I st yr of empl in any school / - I
ed Perzonnel Record Completely U [Chaa =] - o Hd"gt'—t‘"" [Hew ;I
or atus

poram
pondence

Infarmation
ta Act
trict'School Inf
Driver Infarm
Braduation Infc
ted SPED Per:
rm Substitute
htions-Assignt
Personnel Record Fot

[Thiz field iz calculated from

flatallCaiculstealRTEy| the PRF Assignment Recards below)

FTE Override Ig

R ) S M R 1 rignighe e o

01-T F Riggs Hi Sch 20400 58022 O X B R K
PRF Aszsignments

NOTICE: The weekly class minutes are changed

Other School Personn to 0 when a time Option is deleted.
Paraprofessionals Add Assignment | Edit &ssignment D
Teacher Yacancy ’

#2 Choose the option of "Edit Assignment" to update the
weekly class minutes for the current school year.

STEP #3: Enter manual minutes or select from one of the time options you set up in the "Add District/School
Information” menu.

Contact: Cody Stoeser 773-4638
E-Mail: cody.stoeser@state.sd.us

#2 Click on "Save"

Distyear | SEUU Pigea Senga| Uisnjer 4= 2005
DOE PRF Assignment Infarmation
Attendance Center
rust [01-T F Riggs Hi Sch =l
Position Code

ST | 20400 - High School Teacher =1

Change District and * Assignment Code

Authority To Act [58022 - Algebra | =

District Bus Drivers Quarter 1 Quarter 2 Quarter 3 Quarter 4

Revoked Bus Driver L C @ ® & \

Total Weekly Minutes

CertiCred If the special education t h ID g

CIP Program iz the teacher of record for any core

Correspondence academic subject and awards the Time Option - Number of Weekly Minutes #1 Enter man ual

Distiet Information grade. then check the box | Marucl e minutes or select a
Autharity to Act | | time option.
Add DistricttSchool Inf
Add Bus Driver Inform

Check Graduation Infc

Contracted SFED Per:

Long Term Substitute

Gualifications-Assignt -

Fersonnel Record Far

Other Schoal Personn | I

Faraprofessionals Cancel Save
Teacher Yacancy /‘\

Page 17
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CHANGE IN AVERAGE WEEKLY MINUTES

BEFORE: Example of personnel record form before you modify the average weekly minutes (EX: If you decide to add
time to your bell schedule or let out earlier every day, your average weekly minutes will increase or decrease from last
year.)

Distrear SEUUY Figa Saiigag] Uisgier 22422 ZLLE
"Personnel | S
Record Personnel Fecord Form Frint | SSH
Form" Last Name INelson-StaStn}l First Name IJantina Middle Name IJ
menu Mo Longer Employedl Choose: ;IDale of Birth Ig;qﬂ 970
L Reporting Type |T - Teacher -]  Ethnicity [w/qGender [F]
Total Instruct.Salary IZDDDD To NOT'CE ThIS personnel
Total Teaching Experience Total Admi -
[prior to this school year) ID [prior to record form fu”'tlme
Statuz Code I Tzt yr of empl in any school system, in equivalency iS 100
Personnel Record Completely Updat
ol is oaloulated | For HI Status T =
is figld iz calculated from :
Total Calculated FTE [4 the PRF Assignment Fiecords belor] FTE Override Ig

Wk Min

58022 ¥37

01-T F Riggs Hi Sch 20400 KoK xR
01-T F Riggs Hi Sch 20400 58021 491 X X X 1365
01-T F Riggs Hi Sch 20400 80011 491 X ® X X 1965
01-T F Riggs Hi Sch 20400 530S0 KoWow H

Qualificktions-Assignt
Personnel Record Fot

PRF Assignments

Other School P .
parz::,mcfegzigne;fsonn Add Aszignment Edit Azsignment Delete Assignment Edit NOTICE The attenqance Center average Weekly
Teacher Wacancy minutes was 1,965 minutes last year.

STEP #1: In the "Add District/School Information” menu, when you update the average weekly minutes, the program
will automatically update all personnel encoded to this attendance center.

Distyear | LU0 Pl Sefiga] Digjer 4= ZLIE

-

Neit | Aeneence teneiemAawesonl #1 Update the Average Weekly Minutes

" R R Grade Span: 09 -12
Add District/
School
Informatlon Average Weekly Minutes: [F nter the averaos minutes ner wesk of instnichonal biome
menu . . " .
School Term Type: ] TIP: A change in average we<_ek|y #2 Print the "Report: Total FTE
minutes may require you to edit the By Attendance Center" so you
Highlight a specific time option roy ~ total weekly minutes assigned to know which personnel records
U each time option. " were encoded to this attendance
o| center.
TS AT OOT AIETIOanC e
: 1 248 Center" section of your manual H
Authority tol Act 5 491 making changes. After reading t
Add DistrictSchool Inf manual if you need clarification,
Add Bus Driver Infarm 3 737 contact DOE at ¥73-4638.
Check Graduation Infc
Contracted SPED Per i LS >'
Long Term Substitute 15 1228 .
Qualifications-Assignt . 1474 Print Report: By Staff Ferson |
Fersonnel Record Far
izt Bl PEsmi ? . 1719 = Frint Repor: Total FTE By Attendance Center |
Paraprofessionals Time options are NOT necessary for
Teacher Yacancy completing the attendance center data
Assurance Statement but can save you time if you setup some Print Report: Time Options Used on Personnel Records |
el i common minutes for class periods.
District Address Add Time Optian | Edit Time Option | Delete Time Option Cancel | Save w
MathiQrianra Accinmn
Contact: Cody Stoeser 773-4638 Page 18 #3 Be sure to click on "Save All".

E-Mail: cody.stoeser@state.sd.us
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Print the "Report: Total FTE By Attendance Center" so you know which personnel records were encoded to this
attendance center.

—
v == —| #2a Click on icon that looks like a printer.
+ 3zO02 = T
(=l #2b Make sure
TOTAT S Add Printer .
the print range
The Stabus: Ready SC(YS "A”". Freferences
. Location:  DECaA-3
followmg MName Comment: HP T 4200 [old Printer 23] Find Printer... |
personnel Page Ra
d 32002 Fierre School Disiriei 322 = oAl ] .
records 00 Systemwi © cecion € caneoe | #2¢ Click on "Print".
m 2 " Pages: 1
ar‘e‘ Chanp, Demds I Enter either a single page number or a single Elilﬂ mﬂE‘
GSSlgned Teluson, Mary E page range. Far example, 512 [ [
Pedersen, Jolm E
TO * SOCiC(I Print I Cancel |
attendanc I i+
e center 01 T F Riggs HiSch security
01T F Bramit Kelly D numbers 100
S gy W have been e
nggs Eayant, Mywom D i
: Brusch, Michael Paal Covered Up 1o
ngh Camer, Carcl T f int i 100
School Cluistersen, Feith O or print in 1o
: Cordell Kramey, Patricia M the manual. 1o
Trplestea, Tof¥ T 1o B
< | >

STEP #2: An adjustment in the average weekly minutes requires you to update ALL personnel records for ALL staff
encoded to this attendance center.

AFTER: Example of how it changes the personnel records encoded to this attendance center.

Distear | SO Pigiis Seiiaa] Disiger 22-2 ZLLE

-

DO E ||| Personnel Recard Farm NOTICE: An g,,,,_,_l
51} Last Name [Najson Gtastny First N adjustment in the e IJ—
No Longer Employed| Choose: average weekly /471370
Actions Reporting Type [T~ Teacher minutes changes the  [iiGender [

Agth?rit\r Ta ACF Total Teaching Experience tlme equivalency. Ence lu—

[prior to this zchool year)

Change District and* Total Instruct Salary W Calculation Of the fu”' Salary IEI
IEI

"Personnel Status Code I Tzt yr of empl in any school any & - I
Experience Level
Record Personnel Record Completely Up, & IChgg .l FIT:" HO Statue | New =1 The average
" Total Calculated FTE [gag [This figld is caloulated from ETE Ovemide [n g
Form the PRF Assign
menu weekly
Attendance Center minutes _are
WSchool It automatically
Fiver Informm 01T F Riggs Hi Sch oM KX updated in the
Check\ jduation Infi 01-T F Rigge Hi Sch 20400 58021 491 WM K X 2000 P
Eﬂmf? gPEEi_tPIB“ 01-T F Riggs HiSch 20400 80011 491 XX X K 2000 personnel
ong uhstitute E h b
Qualifica Jans-Assignt l 20400 BEOS0 246 HoMonm o 2000 record form
Personndl Record Fot
Other School Personn
Faraprofessionals Add Assignment | Edit Azsignment “Lﬂal@ssignmentl Edit Gender / Ethnizity | Save I
Teacher Yacancy

#2 Choose the option of "Edit Assignment" to update the
manual minutes or select a time option so your full-time
equivalency is calculating correctly.

Contact: Cody Stoeser 773-4638 Page 19
E-Mail: cody.stoeser@state.sd.us
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STEP #3: A change in average weekly minutes requires you to select the appropriate time option or enter manual

minutes for each assignment encoded to this attendance center for ALL personnel records listed on the "Report: Total FTE
By Attendance Center.

Distrear | SZUUZNIEN S EH O NS G257 2
DIDE: ||| PRF Assignment Infarmation
Attendance Center
ra:t [01-T F Riggs Hi Sch =l
Pozition Code

. | 20400 - High School Teacher =l

Change District and * Assignment Code

Authority To Act | 58022 - Algebra | =l

District Bus Drivers Quarter 1 Quarter 2 Quarter 3 Quarter 4

Revoked Bus Driver L S @ @ @

Total Weekly Minut

CerfCred If the special education teacher ?;?a e Bl \ #1 Enter

CIP Program is the teacher of record for any core manual minutes

Corresnondence academic subject and awards the Time Dption - Humber of Weekly Minutes .

- : : grade, then check the box. 377 = or select a time

District Infarmation - .
Authority to Act r #ﬂag:gll}l Enter Weekly Minutes 0pt|0n_
Add District'School Inf 2:491
Add Bus Driver Inform R
Check Graduation Infc 4-983
Contracted SFED Per: 5-1228
Long Term Substitute 51;1?3 J
Qualifications-Assign 9.0 #2 Click on "Save"
Personnel Record Fot
Other Schoal Personn
Faraprofessionals Cancel | Save —I"
Teacher Wacancy

STEP #4: Continue with these steps for the next person on the report until ALL records have been updated.

Contact: Cody Stoeser 773-4638 Page 20
E-Mail: cody.stoeser@state.sd.us



